WORD 2007 PD Task 7

PAGE LAYOUT TAB

Modifying Page Layout
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To Change Page Orientation:

Page Layout Ref

Select the Page Layout tab.
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Select the Page Layout tab.

Left-click the Size command and a drop-down
menu will appear. The current paper size is highlighted
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To Add Columns to a Document:
Select the text you want to format.
Select the Page Layout tab.
Left-click the Columns command.

Select the number of columns you would like to
insert.
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